
 

JOB DESCRIPTION – Communications Officer 

 
POSITION:  Casual (approx 14 hours per week) until December 2021  
 
RESPONSIBLE TO:  Communications Coordinator 
 
Applications addressing the selection criteria will be considered  
 
Aboriginal or Torres Strait Islander people are encouraged to apply 
 
STATEMENT OF DUTIES 

Purpose 
This exciting role will play a key part within the Communications team. The Communication Officer will assist 
in executing Arts Law communications strategy by providing hands on support to our Communications 
Coordinator.  

Website and online media channels 
- Develop Arts Law’s multimedia content and online campaigns, this includes creative use of video, photos 

and text to promote Arts Law and raise the organisation’s public and professional profile. 
- Maintain Arts Law’s website as a primary public source of information about Arts Law’s purpose and 

work. 
- Write and edit copy for Arts Law’s website, upload news and publications and regularly update the site’s 

content. 
- Manage content uploads and assist with analytics gathered from online content platforms, including 

Facebook, Twitter, LinkedIn, Instagram and Google. 

Newsletters 
- Work with Communications Coordinator and relevant stakeholders to deliver monthly online 

newsletters, donor updates and other key stakeholder communications via Mail Chimp. 
- Maintain mailing lists and stakeholder contact information in database. 

Other  
- Assist with the development and distribution of promotional materials and marketing for education 

workshops and webinars. 
- Assist the coordinating and marketing of events. 
- Assist the Communication Coordinator with ad hoc tasks as required. 

 
 
 
  



 
SELECTION CRITERIA 
 
Essential 
1. Relevant tertiary or near completing communications, marketing, public relations or another relevant 

discipline. 
2. Proven ability to produce high-quality copywriting and editing skills. 
3. Demonstrated written and oral communication skills in English. 
4. Demonstrated experience maintaining a website using Wordpress. 
5. Professional experience maintaining social media channels and engaging with audiences across various 

social media platforms including Facebook, Twitter, YouTube, LinkedIn and Instagram. 
6. Excellent multimedia skills (ie. video, audio, phone editing), and the ability to develop compelling content 

across multiple channels (website, social media, donor communications). 

 
Desirable 
1. Experience in community-based organisations or arts organisations. 
2. Design skills and experience with the use of Adobe Creative Suite incl Illustrator, InDesign and 

Photoshop and/or experience with Canva. 
3. Experience using a social media management platform, such as Buffer. 
4. Experience using an EDM platform, such as MailChimp. 
5. An interest in the arts and social justice. 
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